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TROUBLESHOOTING NOTE #1

1. Follow the menu path and double 
click on Maintain or enter PA30 in 
the command field and press enter.

HOW TO USE THE NAME SEARCH FUNCTION -
This procedure provides instruction on how to use the 
name search function.
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TROUBLESHOOTING NOTE #1 

2. Click on the radio button
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TROUBLESHOOTING NOTE #1 

3. To search by the 
employee’s name, 
select the ‘Last 
name-First name’  
tab. 

5. Click Start search.

4. Enter the  
employee’s last      
and/or first name.

Note:  If you are unsure of the spelling of the 
employee’s name, enter one or two letters followed 
by an asterisk (i.e. Da*).
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TROUBLESHOOTING NOTE #1 

6. Highlight the name of the 
employee.

7. Click Copy.



8

AASIS Support Center, V3.0 
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

An AASIS Training Guide

10-8

TROUBLESHOOTING NOTE #2

1. Follow the menu path and double 
click on Maintain or enter PA30 in 
the command field and press enter.

CORRECTION OF HIRE DATE (PA30) - This procedure 
provides instruction on how to correct a hire date.  This 
procedure can only be performed by the Agency if the 
error was found on the same day the hire action was 
initiated and before time evaluation was processed.  If an 
incorrect hire date was found at any other time, contact the 
AASIS Help Desk at 683-2255.

The person with the role of Agency Personnel Management 
should contact the Agency Benefits Specialist, Agency Time 
Specialist and the Agency Payroll Systems Management of 
the incorrect hire date if not corrected on the same day.
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TROUBLESHOOTING NOTE #2

2. Enter personnel number.
3. Enter
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TROUBLESHOOTING NOTE #2

4. On the Menu Bar select ‘Utilities’.  
Next, change entry/leaving date. 
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5. Enter the correct date in the 
‘From’ field.

6. Click Enter.

TROUBLESHOOTING NOTE #2

7. Click Save.

5. Enter the correct date in the ‘Start’ field.

6. Enter 7. Save
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TROUBLESHOOTING NOTE #2

9. Click the green check.

8. Click to select all infotypes.

Note:  After step 8, use the scroll down bar to verify 
that all the infotypes were selected.  If not, click on 
the box next to the infotype to select.  You must be 
sure all infotypes are selected, so they will be 
changed.
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10. Click Continue.

TROUBLESHOOTING NOTE #2

10. Click Continue.
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11. Click on ‘Next record’.

DO NOT CHANGE 
THIS SCREEN.  

THIS 
INFORMATION IS 

ALREADY 
STORED AND 
WILL CAUSE 
ERRORS IF 
CHANGED.

TROUBLESHOOTING NOTE #2 

Start

11. Click on ‘Next record’.

DO NOT CHANGE 
THIS SCREEN.  THIS 

INFORMATION IS 
ALREADY STORED 
AND WILL CAUSE 

ERRORS IF 
CHANGED.
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12. Click “No” to continue.

TROUBLESHOOTING NOTE #2 

Click No to continue.
12. Click No to continue
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TROUBLESHOOTING NOTE #2 

13. Select the appropriate tax area.

14. Click Copy.
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15. Click “No” to 
continue.

TROUBLESHOOTING NOTE #2 

15. Click No to continue
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TROUBLESHOOTING NOTE #2 

DO NOT CHANGE 
THIS SCREEN.  

THIS 
INFORMATION IS 

ALREADY STORED 
AND WILL CAUSE 

ERRORS IF 
CHANGED.

16. Click ‘Next record’.
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TROUBLESHOOTING NOTE #2 

17. Click ‘Next record’.

DO NOT CHANGE 
THIS SCREEN.  THIS 

INFORMATION IS 
ALREADY STORED 
AND WILL CAUSE 

ERRORS IF 
CHANGED.
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TROUBLESHOOTING NOTE #2 

DO NOT CHANGE 
THIS SCREEN.  

THIS 
INFORMATION IS 

ALREADY 
STORED AND 
WILL CAUSE 
ERRORS IF 
CHANGED

18. Click ‘Next record’.
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TROUBLESHOOTING NOTE #2 

DO NOT CHANGE 
THIS SCREEN.  

THIS 
INFORMATION IS 

ALREADY 
STORED AND 
WILL CAUSE 
ERRORS IF 
CHANGED

19. Click ‘Next record’.
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TROUBLESHOOTING NOTE #2

21. Click Copy.

20. Select Date Specifications. 



23

AASIS Support Center, V3.0 
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

An AASIS Training Guide

10-23

22. Enter the correct date next 
to the corresponding date type.

23. Click Save.

TROUBLESHOOTING NOTE #2 

22. Enter the correct date next to the 
corresponding date type.

23. Click Save.
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TROUBLESHOOTING NOTE #3

SOCIAL SECURITY NUMBER ALREADY ASSIGNED - If this 
error message is received, “Social Insurance Number already 
assigned to another employee” the employee already exists in 
AASIS.
Write down the Personnel Number created for the employee 
and perform a name search for the employee’s original 
Personnel number.  If a search does not produce the 
employee, contact OPM/State Payroll Systems to have them 
perform a search of all AASIS participating agencies.
If the personnel number needs to be deleted, contact 
OPM/State Payroll Systems and request they delete the 
personnel number. 
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TROUBLESHOOTING NOTE #4

1. Follow the menu path and double
click on Personnel Actions or enter
PA40 in the command field and 
press enter.

HOW TO CHANGE PERSONNEL AREA - To change an 
employee’s Personnel area, follow the steps in this 
troubleshooting note.  The Personnel area can be changed 
before or after OPM/Class and Comp has processed the 
change to the position.  To verify if the personnel area has 
been changed on the position, contact your personnel with the 
role of Org. and Comp. Specialist.
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TROUBLESHOOTING NOTE #4

2. Enter the employee’s 
personnel number.

3. Enter the effective date.

4. Select Change in Pay/Posn Attributes.

5. Click Execute.

Note:  The effective date must not be earlier than the 
beginning of the first pay period of the fiscal year. For 
example, a correction initiated on 7/6/04 may have an effective 
date no earlier than 6/20/04. 
If it is necessary for the agency to have Master Data corrected 
beyond the current fiscal year limit, the agency must send a 
request with justification to the Payroll Manager at the Office of 
Personnel Management/State Payroll (fax number 501-682-
5094) for approval.
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TROUBLESHOOTING NOTE #4

7b. Follow the steps listed below if 
OPM Class & Comp has made the 
change to the position.

6. Select ‘Personnel Area/subarea 
change’ from the drop-down list.

7a. Enter the correct personnel area if 
OPM Class & Comp has not made the 
change to the position.

6. Select ‘Personnel Area/subarea change’ 
from the drop-down list for the reason 
code.

7. Enter the correct personnel area.

If you are changing the personnel area before the change is 
made by OPM/Class and Comp, then simply enter the correct 
Personnel area in the Personnel area field.
Follow the steps listed to complete step 7b if the personnel area 
change has been processed by OPM/Class and Comp:  

• Highlight the position number in the ‘Position’ field.
• Depress the command “Ctrl” key and the “X” key (the 

position number will disappear from the ‘Position’ field) or 
delete the position number.

• Depress the command “Ctrl” key and the “V” key (the 
position number will reappear in the ‘Position’ field) or re-
enter the same position number.
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TROUBLESHOOTING NOTE #4

11. Select.

12. Select.
13. Select.

14. Select.

15. Select.

16. Click Enter.
17. Click Save.

You MUST save the Organizational Assignment infotype in 
order for the change to be effective.
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TROUBLESHOOTING NOTE #4

18. Click on Next record.

Note:  On the Planned Working Time, infotype 0007, DO NOT 
CHANGE THE INFORMATION ON THIS SCREEN.  Changing 
the employee’s personnel area does not affect the employee’s 
Planned Worked Time.
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TROUBLESHOOTING NOTE #4

19. Click on Next record.

Note:  On the Basic Pay, infotype 0008, DO NOT CHANGE 
THE INFORMATION ON THIS SCREEN.  Changing the 
employee’s personnel area does not affect the employee’s 
basic pay.
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TROUBLESHOOTING NOTE #5

1. Follow the menu path or enter PA40 in
the command field.

HOW TO CHANGE THE PERSONNEL SUBAREA - To 
change the Personnel subarea, your agency must first fill out 
the Exempt Job Analysis Questionnaire or the NonExempt Job 
Analysis Questionnaire and send to OPM/Class and Comp.  If 
OPM approves and processes your request for personnel 
subarea change on the position, then your agency’s personnel 
with the role of Agency Personnel Management must process 
Transaction Code PA40 – Personnel Actions – Change in 
Pay/Position Attributes.  Follow this troubleshooting note to 
complete this action.
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TROUBLESHOOTING NOTE #5

5. Click Execute.

2. Enter the employee’s 
personnel number.

3. Enter the effective date.

4. Select Change in Pay/Posn Attributes.

Note:  Verify with your agency’s Org. and Comp. Specialist that 
the effective date used by OPM/Class and Comp is the 
beginning of the current pay period.  If the date used is the 
beginning of the current pay period, then enter that date in the
‘From’ field.  
If the effective date OPM used is prior to the current pay 
period, then enter the beginning date of the current pay period 
in the ‘From’ field.  Otherwise, your agency will receive an 
error in payroll.
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TROUBLESHOOTING NOTE #5

6. Select ‘Personnel 
Area/subarea change’ from 
the drop-down list.

7. Click Enter. 8. Click Save.
7. Click Enter. 8. Click Save.

6. Select ‘Personnel 
Area/subarea change’ 
from the drop-down list.
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TROUBLESHOOTING NOTE #5

NEL1 NT,Ex,ASHB

9. Select.

10. Select.
11. Select.

12. Select.

13 Select.

14. Click Enter. 15. Click Save.

You MUST save the Organizational Assignment 
infotype in order for the change to be effective.  
Notice that the employee’s ‘Subarea’ field is changed.
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TROUBLESHOOTING NOTE #5

16. Click Save.16. Click Save.

16. Click save

Note:  On the Planned Working Time, infotype 0007, 
DO NOT CHANGE THE INFORMATION ON THIS 
SCREEN.  You MUST save this screen.  Otherwise, 
problems will occur during the payroll run.
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TROUBLESHOOTING NOTE #5

17. Click on 
Next record.

17. Click on Next record.

Note:  On the Basic Pay, infotype 0008, DO NOT 
CHANGE THE INFORMATION ON THIS SCREEN.
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TROUBLESHOOTING NOTE #6

1. Follow the menu path and double 
click on Maintain or enter PA30 in 
the command field and press enter.

HOW TO ADD OTHER DATE TYPES - To add 
additional date types on the Date Specifications 
infotype, complete steps 1 thru 10.
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TROUBLESHOOTING NOTE #6 

2. If the Personnel 
number is not shown, 
enter the number.

3. Click Enter.

2. If the Personnel number is 
not shown, enter the number.

3. Click Enter.
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TROUBLESHOOTING NOTE #6 

5. Click on the copy button.

4. Under the ‘Addtl. Employee 
Data’ tab, Click on Date 
Specifications.
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TROUBLESHOOTING NOTE #6 

6. Select the 
‘Date type’ from 
the drop-down 
list.

7. Select the ‘Date 
type’ from the 
drop-down list.

6. Enter new start date.



41

AASIS Support Center, V3.0 
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

An AASIS Training Guide

10-41

TROUBLESHOOTING NOTE #6 

7. Select a 
Date type. 

8. Click Copy.

8. Select a Date type.

9. Click Copy.
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TROUBLESHOOTING NOTE #6 

(7) Enter the 
Date 

(9) 
Save

9. Enter the Date. 

10. Click Enter. 11. Click Save.

10. Enter the Date. 

11. Click Enter. 12. Click Save.

You will receive a message record 
saved.

Note:  You MUST always have a Date type and Date 
for Original Hire Date, Career Service Date, Latest 
Hire Date and Leave Accrual Date.  This includes all 
employees, even extra-help and those employees 
who are not eligible to accrue leave.  Otherwise, the 
employee’s record will error out during the payroll run.  
Your agency will be required to correct the problem, 
in order for that employee to be paid.
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TROUBLESHOOTING NOTE #7

1. Follow the menu path and double 
click on Personnel Actions or enter 
PA40 in the command field and 
press enter.

RE-EXECUTE AN ACTION (PA40) - This procedure 
provides instruction on how to re-execute an action if you 
were not able to complete the entire action process.  Any 
Personnel Action can be re-executed.
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TROUBLESHOOTING NOTE #7

4. Click Execute.

2. Re-enter the effective date of 
the action.  For this example, we 
are using the hire date.

3. Select the Action.  For 
this example, we are 
using the Hire action.  
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TROUBLESHOOTING NOTE #7 

5. Re-enter the 
position number.

6. Click ‘Execute info 
group.’

Note: The system message will 
indicate ‘Person already hired.’

5. Re-enter the position number.

6. Click ‘Execute info group.’
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TROUBLESHOOTING NOTE #7

7. Select Continue.

7. Select Continue.

Note:  Validate the message that appears and 
continue.  The message may not always display the 
same.
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TROUBLESHOOTING NOTE #7 

8. Select Next record.

NOTE:  This record was created before the Action 
was exited. Therefore, ‘Copy Personal Data’ is 
reflected instead of ‘Create Personal Data.’
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TROUBLESHOOTING NOTE #7 

09. Select work  
contract.

10. Select       
Personnel Adm.

11. Select Time 
Adm.

12. Select Payroll 
Adm.13. Select Benefit 

Adm.

14. Click Enter.
15. Click Save.

Note:  The infotype indicates ‘Create Organizational 
Assignment’.  Therefore, this indicates that the Action was 
exited before this infotype was created.  Enter all 
necessary information.  Click Enter and then click Save. 
You will need to complete the remaining infotypes in the 
Action and save them.  
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TROUBLESHOOTING NOTE #8

1. Follow the menu path and double 
click on Maintain or enter PA30 in 
the command field and press enter.

HOW TO DISPLAY THE COLA- This procedure  provides 
instructions on how to display the Compensation 
Adjustment infotype 0380, annual COLA increase (Cost of 
Living Adjustment). COLA is effective July 1, based on the 
employee annual salary as of June 30.
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TROUBLESHOOTING NOTE #8

2. Enter personnel number

3. Select basic pay or enter 0380
in the infotype direct selection 

field. 

4. Click on the overview
icon

3. Enter 0380 in the infotype 
direct selection field. 

4. Click on the overview
icon

2. Enter personnel number

NOTE: DO NOT attempt to delete the COLA record on the 
basic pay screen. This action MUST be performed by the 
ASC staff in order to maintain the historical COLA records.  
Contact the AASIS Help Desk @ 683-2255 for assistance. 
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TROUBLESHOOTING NOTE #8

4. Select the record with the valid
from date ( 07/01/04) to view 

current year COLA percentage
and amounts.

4. Select the record with valid
“from date” (07/01/04) to 
View current year COLA
Percentage and amounts.

5. Click on EDIT on the toolbar
select CHOOSE.

NOTE: The COLA- is not given to extra help employees.  If 
you decide to give an Extra Help employee an increase in 
pay, a  Change in Pay/Position Attributes personnel action 
must be performed. The Reason Code on the Action 
infotype (0000) should reflect 03 (Adjustment Correction). 
The Reason Code on the Basic Pay Infotype (0008) 
should reflect 01 (Within Range). 
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TROUBLESHOOTING NOTE #8

6. Percentage increase amount 
annual.
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Questions and Answers


